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19.1 Canvass of Election

The SBE recommends that the electoral board proceed withcéstaiament of the
results immediately following the meeting to determine the ifigations of those
persons who cast provisional vot8se, GREB 29. The procedures set forth below must
be followed to ensure compliance with the requiremengsasf.2-671
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19.1.1 When and Where to Meet

The electoral board is required to begin their canvass of eactioeal no later than 5:00
p.m. on the day after the election but the SBE recommends that nli@ssabegin

immediately following the provisional votes meeting. Be certaiplan the canvass to
permit the timely completion of all required taskee below, GREB 19.2.5.

The meeting may take place in either the office of thek@#€Circuit Court or the office

of the general registrag. 24.2-671 The location of the meeting depends upon where the
election materials were delivered by the officers of aedacteither to the Clerk of the
Circuit Court or to the office of the general registéaR4.2-668 The board may adjourn

to another room in a public building to conduct its canvass and may @dijoar day to
day as needed for no more than seven days from the date of the election.

Notice must be given to the public, pursuant to the Virginia Freexfdnformation Act,
of when and where the canvass and the provisional ballots meetifgevi#ld. Notice
for the two meetings can be sent out togethé&ee, GREB 26 (discussing notice
requirements). Voters casting provisional ballots must be gieéine of the time and
place of the provisional ballots meeting at the polling place whstingatheir ballot8
24.2-65342 USC 15482

19.1.2 Who Must and May Attend

19.1.2.1 Mandatory - All Members of the Electoral Board and Staff

All members of the electoral board should be present for the condtie oanvass. In
the event one member is unable to attend, two members constituteuancua may
proceed to conduct the canvass.

Should the Secretary of the electoral board be unable to attente#img due to some
extreme emergency, the boamdst elect another of its members as Acting Secretary; all
official documents concerning the canvass should be signed accordinghys tase, the
word “actirg” is entered before the word “Secretary” and the memberesteel signs
that line only. The line to the left of the position he holds on tleed® left blank.
Only those members of the board present during the entireanvass may legally sign
any document concerning it.

19.1.2.2 Elective - The Registrar, Any Assistant Staff, and Represéatives of the
Clerk’s Office on Assignment
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During a primary election, each candidate is entitled to haveaay nepresentatives as
there are teams of officials working to ascertain the eaultl in a general and/or special
election. Each political party and each independent candidate can asaveany
representatives as there are teams working to ascertarasiés. The electoral board
must use a room of sufficient size to accommodate these persons. These individitials
be allowed an unobstructed view of the proceedings.

The canvass is a public meeting of the electoral board. Theafypnélic may attend all
open portions of the meeting to the extent space is available.

@ No person, regardless of official function or statutory righbeqoresent,
may be allowed to disrupt the meeting nor interfere with tredact of
the canvass in any way. Inform them that interruptions can Gauses
and explain that questions concerning each precinct will be takten
work concludes bubefore the electoral board reseals the pollbooks,
pollbook count forms, and the statement of results for the precinct.

19.1.3 Documents Used
The canvass requires five (5) documents:

Pollbook

Statement of Results
Voting Equipment Printouts
County/City Results Report
Abstract of Voters

19.1.3.1 Pollbook and Pollbook Count

The pollbook is either a printout or electronic version of all ofdlgible voters for a
given precinct in a given election. It lists each eligible vbtelast name and includes
their ID number, full name, year of birth, town code (if applicabdeper-district (if
applicable), residence address, and mailing address. Additioeadlly,voter may have a
pre-printed code beside their name to indicate one of the following:

Voter requested an absentee ballot (AB).

Individual is a temporary or federal overseas voter (T or F).
Individual is a permanently registered overseas voter (R)

the voter moved within the jurisdiction or is inactive (?).
There is a conflict with the voter’s social security number (A).
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e The voter was a mail registration and need to show an approved Igduri
federal elections only) (H).

The pollbook count form is a tally sheet used by officers ofiele¢d track the number
of voters who checked in on election day. If an electronic pollbook & thse count is

tracked automatically by the system when the officer checksch voter (the pollbook
count form is not needed).

19.1.3.2 Statement of Results

The statement of results (SOR) is a worksheet to check andtsihiemesults for each
precinct. The electoral board or general registrar must taesffice title, district name
or number, if one, and the candidate names for each office and the gtidstaomd issue
response for each question on the ballot in each precinct on Parthe 8OR. The
remaining information is filled out by the officers of election and checkeatidelectoral
board.

19.1.3.3 Voting Equipment Printouts

The results tapes produced by direct recording electronic and/@aloptan voting
equipment must be compared for accuracy against any datadefnterethem onto Part
D of the SOR

19.1.3.4 County/City Results Reports

The County/City Results reports may be used to summarizetak statement of results
within a locality. Localities may use their own form or thewwoents that are available
in the VERIS Reports Library. The County City Results Reportatositall offices
applicable to each locality. The County/City Referendum ResulriReontains all
referendum(a) applicable to each locality. The reports will ifyetiite election, its date,
and the locality name, code and precincts involved. Offices amdctéedidates will
appear in the same order as they are listed on voting equipment ballots.

19.1.3.5 Abstracts of Votes

The State Board of Elections will post on its SharePoint webséeAbstract of Votes
for each office and issue applicable to the election canvadséuer the Word files or
PDF files must be downloaded to a computer, the data enteredydttereon, each
Abstract printed, and signed by the board following the procedureseauittielow in
GREB 19.2.4.
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19.1.4 Supplies Provided By Clerk or General Registrar

The Clerk of Court or, if materials are returned to the gemegastrar on election night,
the general registrar should provide to the electoral board, féor g@cinct, the #2
Statement of Results envelope and, if applicable, the #2A Printed Returersiwepe.

@ Never open the sealed envelope or receptacle containing voted ballots
unless authorized to do so by the Secretary of the State Boaaider of
a Court €.g., in a recount or contest), or as part of an audit pilot program
conducted under 84.2-671.1 Opening the sealed counted ballots
envelope or receptacle for any other reason could constitutdegal
tampering subject to prosecution as a felonyg 24.2-1009

@ SBE has a form for requesting permission from the Secret@BE
Request to Inspect Sealed Election Materials (Form SBE-659). The
registrar or an electoral board member can complete and fexait the
form to Myron McClees. Myron will facilitate SBE’s review and ap@aiov
process if appropriate. Permission is not granted until SBE retioens
signed form.

19.2 How to Conduct the Canvass
The canvass is performed to verify and consolidate the regsaolis the individual

precincts. It requires actions by the officers of election,eggnregistrar, and the
electoral board.

19.2.1 Duties of the Officers of Election Related to the @nvass

The officers of election must accurately complete the pollbook doumt (except when
an electronic pollbook is used) and the statement of results apgli€able, produce the
voting equipment printouts (e.g. results tapes, precinct consolidatioartéipal precinct
report). For more detail, see the election day guide.

19.2.2 Duties of the General Registrar Related to the Carass

The duties performed by the general registrar are broken-dowtwiotsections, Before
the Election and After the Election. The specifics of each section are dddueibey.
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19.2.2.1 Before The Election

As soon as the following documents are available, the genegistrae must check The
State Board of Elections’ SharePoint website to determind ilmtracts needed are
posted thereon. They must also check the County/City Results Repdrscertain of
the following:

e If the locality uses a Central Absentee Precinct (CAP),##heAB - Central
Absentee Precinct is listed.

e The #_Provisional (Vote) Precinct is listed.

e The required lines for each precinct in the locality are provided.

e The offices, districts, candidates, and issues shown on each pathe amrect
ones for the precincts listed.

e No required office, candidate, or issue is missing from the document.

Call SBE immediately if any error is found.

19.2.2.2 After The Election

Make available for public inspection, beginning at the conclusion of dutoehl board's
canvass, a copy of the County/City Results Report, one copy ofdterent of Results
for each precinct and, if write-ins have been certified, one aupyhe Write-Ins
Certification completed by the officers of election for each precinct.

19.2.3 Duties of the Electoral Board Related to the Canvas

The ascertainment is made from the Statements of Résutiseach precinct. Complete
one precinct before beginning another.

If it is necessary to summon officers to correct errorsptagerial used must be returned
to its original envelope and set aside until they appear. Ifdaegot appear on the day
of the canvass, follow the instructions for packaging and re-open the@pewehen they
do appear.

If applicable, examine the printed return sheet in each of the #2Aldpege for
completeness and then return the document to the envelope and premasntetspes
for transmission to the Clerk of the Circuit Court.

If correction of errors will require access to counted ballotgting machines, call SBE
before proceeding further. Each political party and each independent candiddhe

ballot (in a primary, each candidate) is entitled to have a mquaEs/e present during
this process. Parties and candidates must be provided with reasahadolee notice of
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the time and place of the inspection. The representatives musamavebstructed view
of the proceedings but cannot interfere in any way. When abgeptatives are present
and Clerk of Court receives SBE’s authorization to inspect eftigecounted ballots or
voting machines, the canvass may proceed. As noted above, Reqglnesgteict Sealed
Election Materials (Form SBE-659) can be completed and faxesnailed to Myron
McClees to request authorization.

19.2.3.1 Processing the Statement of Results

Thoroughly check the information entered by the officers on eaabf $erms to assure
that no errors were made. This should be accomplished with adb&tic member of
the board checking one copy of the statement and a Republican chibekiother copy.
Throughout this process, be sure to verify that the two forms a¢mdarge localities, it
may be necessary to employ teams of two people to perform this function undieethe
supervision of board members. In this case, each team should be ssmnpirione
Democrat and one Republican. Each should check one copy of draestabf results to
ensure that calculations are correct, all required informatiprosded, and all required
signatures have been entered.

When DRE'’s are used with paper or optical scan ballots, check sorbethe officers
have correctly entered the vote totals from the results priradeartt D of the statements
of results.

Compare the number of voters entered on the last page of the pollboolslceentvith

the total number shown as voting on Part C-1 of the statementutitre$f they do not
agree and no statement adequately explaining the disagreementhantezed in Part
F, the officers must be called in to correct the statemermsoitsor to enter the missing
explanation.

Compare, for each office and issue, the total votes cast in RartH2 total number of
people voting in Part C-1. If the total votes cast exceed the numitmeroted and no
statement adequately explaining the disagreement has been amnteaetF, the officers
must be called in to enter the missing explanation.

@ Only the officers of election may make changes to thterstent of results.
8 24.2-672 Therefore, if the officers made errors that can be codgecte
the boardmust require a majority of the officers from the precinct to
appear before it to amend the returns. Officers represdmtihgpolitical
parties must be present. Require the officers to appear eitliee day of
the canvass or no later than the following day.

If, in correcting their work, it appears that the officers wilve to look at counted
ballots or examine voting machingke board must contact the SBE immediately
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before proceeding further with that precinct The registrar or an electoral board
member must complete, fax or email Form SBE-659 to Myron MzCler review and
approval. Permission is not granted until Myron returns the signed féwurther, each
political party and each independent candidate on the ballot (in naaryti each
candidate) is entitled to have a representative during this proPasses and candidates
must be provided with a reasonable advance notice of the timepland of the
inspection. The representatives must have an unobstructed view obtieegings but
cannot interfere in any way. The canvass may not continue Unpaésentatives are
present and the Clerk of Court has received written authorizatom thie Secretary of
the SBE to inspect the counted ballots or voting equipment.

@ The electoral board is required to notify SBE of changes to the-S6y
the officers of election or later to its certified abstractd-&BE must post
to its website an explanation for the chan§e&4.2-671

19.2.3.2 Write-in votes

Write in votes are governed K8y 24.2-671 Localities reporonly the total number of
write-in votes for an office (including any which may be detaadito be invalid) if they
meet all of the following criteria:

e They are less than 5% of the total votes cast for the office.

e They are less than the number of votes received by any winnwlidese on the
ballot for that office.

¢ No winning candidate is a person whose name was written in.

If all three circumstances prevail, then no certification ofnidumes of persons for whom
write-in votes were received is require®l.24.2-675 At the time the canvass is
conducted, the electoral board need only determine the total numbetesinmwotes for
the office (including any that later may be determined to be invalid).

However, if the total number of write-in votes cast for the offc&% or more of the
total votes cast for that office, the electoral board must continueomplete the
ascertainment of write-in votes at the time of the canvass.

The electoral board will certify the number of write-ins facle office in one total on the
Abstract of Votes for that office8 24.2-675 The number certified will be subject to
change only if the numbers entered in VERIS for each precincotdequal the total
submitted on the Abstract. Notice of changes must be posted on BBEsge with an
explanation8 24.2-671

The electoral board will continue to complete the certificatibmvigte-in votes in the
usual manner as described in the following paragraphs.
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@ If this work is delayed and further certifications are resglithe copy of
the statement of results retained in the office of the gemeggstrar
should be the most legible copy. The copy of that part of thenstat
identified as write-ins certification, which contains the wiite-certified
by the officers of election, must remain under seal and cannotaoe
available for public inspection until the board's certification is complete.

Certification of write-ins may be accomplished either mdguasing the procedures
below or through entry on a PC. If using a PC, entry is done officdfize, district by
district, of the names of persons receiving write-ins and the eatds received. Invalid
votes for each office and its district should also be included. A progihthen sort the
names (including names entered as “Invalid”) along with the numhertes received by
each individual in each precinct.

The following procedures pertain to manual entry. From winge-ins certification
prepared by the officers for each precinct, enter on 3 x 5 cards the following itiéorma

number of the precinct

title of the office for which the write-in vote is cast

district number or name (if any)

name of the person who receives write-in votes for that office
e number of votes cast for that person in the precinct.

Include, for each precinct, a card on which invalid votes will beedal If the same
person receives write-in votes in that precinct for more than oree 08 separate card
should be prepared for that person for each offtee below, Exhibit A. At this time,
keep the cards organized by precinct; within each precinct, ep#nd, within each
office, alphabetical by name of the person receiving write-in vote(s).

Next, organize the card by each office and count the number of viezedon all cards
for the precinct to verify the number of write-ins entered in ¢b&tmn on the statement
of results.

As additional precincts are canvassed, if the same persone®egiditional votes for the
same office, prepare a separate card for each precinct il wbies were received by
that person.

When satisfied that both statements of results for a preagmcioarect set aside the most
legible copy of the statement of resuits each precinct to be delivered to the general
registrar who is required by law to make it availabledoblic inspection. If write-ins
have not yet been certified, place the precinct write-ingfication under seal in an
envelope so identified until the board has completed the certificatiomich time they,
too, are open to public inspection in the office of the general registrar.
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Finally, return the pollbook(s) from each precinct, the second copy dftatement of
results,and any printed inspection and results sheet to the #2 Envelope. Smal¢lape
by placing a label across its flap. Sign and date the labelredurn the sealed envelopes
for all precincts to the Circuit Court Clerk.

19.2.3.3 Processing the County/City Results Report

Each entry must beeat and legible. Figures should be in pencil to permit easy
correction of data, if necessary.

One member of the board must complete this document or sinsldtsréemplate with
its completion witnessed by a member representing the opposite party.

When completed, give the county/city results reporthe general registrar so that the
member of the registrar’'s staff assigned the task may lkisydata into the VERIS
Election Post-Processing screens.

The person recording data must determine the following:

e The total number of votes cast in the precinct for each candidate or igsoiesees
listed

e The total number of write-in votes cast for each office (if peech for the
election)

e The number of over-votes cast in the precinct for each candidate, etc

The total number of votes cast for all candidates, including wr#gfor any one single-
seat office, or responses for any one issuef not exceed the total number of persons
voting in that precinct and in that district.

If the number of votes cast for candidates or issue responsighés than voters voting
due to human or machine error, the number on the voting machine nusseEnter a
statement to that effect on the reverse side of each copyeo€ounty/City Results
Reporton which the precinct is listed just as the officers of edactintered a statement
on the Statements of Results

@ Check anddouble-check each total entered for each precinct. After
completion of data entry by the general registrar or registrstaff
member, the VERIS Election Results will provide locality tofalseach
candidate and issue.

When satisfied that the totals for the locality are accueatier them on thAbstracts of
Votes.
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19.2.3.4 Processing the Abstracts of Votes

If these procedures are followed carefully, there should be no.ef&rsuld an error be
discovered, have blank abstract forms ready to correct the error.

If required to certify write-ins at the time of the canvagisen the Abstracts are
completed, either compile the results of computer entries or reregtne 3 x 5" cards
by office and, within each office and district, in alphabetical obgyename of the person
receiving write-in votes.

For each office, complete ombstract and, if write-ins equal 5% or more of the total
number of votes cast for the office or a person was electediteyiwwote, théArite-Ins
Certification. For each issue, complete oMastract: Follow these procedures for filling
out abstracts:

e Enter any required district number or name.

e List candidates in the same order and manner in which they appeared on the ballot
and enter the total number of votes each received.

e Enter the total number of write-ins on the line provided.

e On issue Abstracts, enter the total number of votes for (yes)gamasa(no) the
issue.

e Check and double check each total entered.

e For any office listed, enter the name of the candidate elected spaice provided
for that purpose.

If two or more candidates for any such office receive the gana highest) number of
votes, follow the procedures in GREB 19.2.6 to determine the winner.

If it is determined that &kite-Ins Certification page is necessary, enter the appropriate
numbers in the Write-Ins Summary (Lines 1, 2 and 3). Enterpimabetical order, the
names of persons receiving write-in votes and the number of vowse@dy each in
the “Valid Write-Ins — Detail.” The “Write-Ins Certifit@n — Continuation” will permit

a complete reporting of write in names.

@ If the total number of write-ins cast for an office is |&#san 5% of the
total number of votes cast for that office and no one was electihtto
office by write-in votes, the Write-Ins Certification is n@quired. §
24.2-675

All members of the electoral board who participate in the canwvasst sign each original
Abstract andWrite-Ins Certification (if required) in the spaces indicat&de, Exhibit B.
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@ The second signature of the secretary must not yet be affixed.

For offices, make three copies of each completed and sAjrsadhct and, if required for
the office, theWrite-Ins Certification. For issues, make four copies of tastract. The
Secretary must sign each coggain, attesting that it is a true copy, and affix the Skal
the Electoral Board.

Preserve one attested copy of eAbltract and, if required for the office, théfrite-Ins
Certification as part of the minutes of the meeting at which the results ageegtained.
Place the originals (unattested) in a file to be kept Wie minute book. It is from these
originals that future attested copies will be made.

19.2.3.5 Where to Send Documents for General and Special Elections

For all General and Special elections for all offices andrertla place one attested
photocopy of eachbstract and, if completed at the time of the canvass, &sidke-Ins
Certification, in the envelope labeletbstract Envelope For (county or city name). If an
Abstract Envelope was not provided by State Board, you must usewaurPleaseédO
NOT fold theOfficial Abstract or Write-Ins Certification. Then, immediately send it as
directed bySBE.88 24.2-53224.2-675

Forward one attested copy of each for recording in the record bdb& lafcal governing
body. For elections for town office or town referenda, send the docsitaetite Clerk of
the Town Council. For General or Special Elections for all othecesffor referenda,
send documents to the Clerk of the Board of Supervisors or City Council.

If the Write-Ins Certification is delayed as permitted by law, then on or before the
Tuesday next following the election, write-ins must be deteminamel one attested copy
of this document mailed to SBE and one forwarded to the appropriatg eaiited
above.

Forward one attested copy of eddtstract for local referenda to the Circuit Court Clerk.

19.2.3.6 Where to Send Documents for Primary Elections

For Primary Elections for offices to be canvassed by the, $8Eoffices not set forth
below in GREB 19.2.6) place one attested copy of ééstract in the envelope labeled
Abstract Envelope For (county or city name), or your own envelope if an Abstract
Envelope was not included in the Election Certification MaterleaseDO NOT fold
the Official Abstract. Then, immediately send it as directed by SBE.
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Forward one attested copy of each to the appropriate chtie gfolitical party holding
the primary. For the U.S. House of Representatives primary, decwiments to the
congressional district chair. For primaries for the Generaembly, send documents to
the chair of the Senate or House of Delegates districtdfwstitutional offices shared by
more than one county or city, send documents to the clerk of each such county or city.

@ Abstracts for primary elections for United States President and Senate,
Governor, Lieutenant Governor, and Attorney General are sent only to
SBE and noto any political party chair.

For primary elections for all county, city, or local districtiodls, forward one attested
copy of eachAbstract to the chair of the county or city of the party holding the pryma
and to the SBE.

19.2.4 Reminders

As soon as the canvass is concluded and\bisiracts are signed and attested, but in no
event later than the time required in the specific instructionshe election, SBE must
receive the following:

e By fax (804-225-3706), one copy of the abstract for each office issuk
canvassed by the SBE

e By First Class Mail or as instructed by SBE, one attestgy of eachAbstract
and eacMrite-ins Certification (if applicable)

19.2.5 Responsibility for Certification of Results/Determnation of
Tied Results

The Electoral Board is solely responsible for the final cedifon of the results of
elections for local referenda and for the following offices:

e Constitutional offices not shared with another locality (Circuit €diierk,
Commonwealth's Attorney, Sheriff, Commissioner of Revenue, Treasurer)
Member, Board of Supervisors (including tiebreaker)

Member, School Board

City and Town offices

Soil and Water Conservation Directors

SBE is responsible for the final certification of the results ofcidas for statewide
and/or regional referendand for all other offices not listed aboveincluding any of the
constitutional offices named above which are shared by more than one locality.
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Should the ascertainment of the results of the election for atheadffices certified by

the Electoral Board (those set forth above) indicate that two c¢ caodidates received
the same (and highest) number of votes, the Electoral Board mstisthieck and double
check again the total votes cast for each candidate. If no eround, determine the
successful candidate by a drawing conducted by the Electoral Boantheeting open to
the public.8 24.2-674

While not required by law to do so, the Electoral Board should ndtgycandidates
involved so that they or their representatives may be presenhdodrawing. In any
event, assure that some witnesses are present.

To conduct the drawing, take the following steps:

e Enter the name of each of the candidates receiving a tie votsepaeate slip of
opaque paper.

e Exhibit the slips, one at a time, to any interested person who is present.

e Fold each slip and seal it, individually, in an opaque envelope or othal sm
opaque container.

e Place all envelopes or containers in another opaque contaireel@oggh to mix
them thoroughly.

e Shake the container thoroughly and have one of the Members of ttter&le
Board draw out one envelope or container to select the winner.

Enter, on theAbstract of Votes for the office, the name of the candidate whose name
appears on the slip that was drawn and enter a statement irglitetiday and date the
drawing was conducted by the Electoral Bo&s, Exhibit B.

Notify SBE of the change with an explanation for publication on the SBE website.

19.2.6 Duties of SBE Related to the Canvass

In order to verify the accuracy of tiidstract, SBE will compare the data keyed into the
VERIS Election Post-Processing screens to the totals enteriu dbstracts of Votes.
The SBE will require the General Registrar or the ElectBadrd, as appropriate, to
correct any error found and may summon either to Richmond, if necessary.

SBE may require any Electoral Board member to respond imragded swiftly to
correct any error found. Its canvass for a primary must bepleded no later than
fourteen days after the date of the primary. For Novemberaiscthe canvass must be
completed by the fourth Monday in Novemh&g.24.2-53424.2-679

SBE will post to its website comprehensive reports indicdongach precinct not only
the actual election results but also other vital information suchvadsr turnout
percentages and percentages of votes cast for each candidate.
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19.3 After The Canvass

19.3.1 Campaign Contribution and Expenditure Reports

All candidates are required to file the reports of campaigrribotions and expenditures
unless theRequest for Exemption from Reporting Requirements is filed. 8 24.2-948.2
An electoral board cannot issue a certificate of electiantosuccessful candidate until
the following conditions have been met:

e The candidate has filed all campaign finance reports require@ i24.2-
947.6A)(3) - (9), 8 24.2-947.7A)(3) — (6), and8 24.2-947.8)(1) & (2), as
applicable.

e A final report has been filed, if required By24.2-948.(C).

e The candidate has responded to and complied with any notice thabraaldit
information is required to complete a report in compliance @id.2-953.3

e The candidate has paid any civil penalty and returned any coranlretjuired to
be returned pursuant §€24.2-953.5

A board should issue a certificate as soon as the post electiah hapdeen filed, and
all of the above conditions have been satisfied, including paymentibpenalties, in
order that the successful candidate may qualify to take offioe torthe date on which
he is required to do so. Otherwise, the office may be declared vacant.

19.3.2 Certificates of Election

According to 8 24.2-67624.2-676the electoral board is responsible for issuing the
certificates of election for the following officks

e Member, Board of Supervisors (including Tiebreaker)
e Constitutional offices not shared (Clerk of Court, Commonwealth’s Attorney,
Sheriff, Commissioner of Revenue, Treasurer)

L If funds are available, blank certificates will peovided by SBE; otherwise, the locality must piits
own The Secretary of the Commonwealth has grantchipsion for localities to use the seal of the
Commonwealth on certificates of election they print
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e City and Town offices regularly elected at a May or November election;
e School Board; and
e Soil and Water Conservation Directors

SBE is responsible for issuing certificates of election fboter offices, including all
constitutional offices shared by more than one jurisdiction.

The Secretary of the Electoral Board must make out aficaté of election for each
successful candidate for each of the offices indicated aB24.2-10224.2-676 These
certificates should be done in a manner that makes them attractivesuitable for
framing. At the very least, they should be completed by aopexhose handwriting is
decorative.

A sample certificate form SBE provides electronically casd®n below in Exhibit C. It
is important that the dates entered for the beginning and end tefrthef office are the
correct ones for the specific office being certifiedy,, Councils elected in May take
office on either July 1 or September 1. Therefore, the term nahpre either June 30 or
August 31 and may be either a two-year or a four-year termur ¥cal government
attorney can be consulted if needed.

Sign each such certificate of election. Deliver to each sstulecandidate the certificate
of election in person, have it delivered by another member of the boardegistrar, or

transmit it by certified mail. Upon delivery, inform the candéd#hat the certificate

should be exhibited to the officer who administers the oath of cicevidence that the
candidate is entitled to receive the oath. Oath must be adengudty Clerk of Court of

record, by any judge, by a Commissioner or Clerk of the Statpo€ation Commission

or by the Secretary of the Commonweal§49-349-3.

Notify candidates for any of the offices set forth above whe fal file the required
reports of campaign contributions and expenditures that, if such repenwt filed, the
electoral board will be required to report to the Commonweaktisrney that the
candidate has failed to comply with reporting requirements and leagubject to
prosecution8 24.2-946.3 Carefully preserve a copy of any such letter as it bey
needed as evidence in a court proceeding. Report to the Commonsvéditrhey in
writing any candidate who fails to file any required reporttie deadline set in the
notification letter.

@ For November elections, SBE must certify final results an fhurth
Monday of November and in the interim, will verify the accuracyhef
precinct and county or city results the electoral board hasieértifThe
electoral board should stand ready to respond immediately afity sov
any request from the SBE for investigation and correction ofearor
found in the certification. Any such request will come bypletsne and
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may come during evening or weekend hours as this work cannot be
delayed if it is to be accomplished in the time required by law.

19.3.3 Letters to Voters whose Provisional/Absentee Ballet are
Rejected

After the canvass, the general registrar must notify, itinggi all persons whose voted
provisional ballots could not be counted because they were found unqualifiedetter
should give the following information:

e If they wish to be eligible to vote in future elections, they mushplete a
Virginia Voter Registration Application Form (one was provided tenthon
Election Day).

e The date of the close of books deadline for the next election by wdickurn
the application in the pre-addressed envelope provided

For persons already registered, VERIS will automatically gadedetters when their
record is updated to indicate the provisional ballot was not coussedsREB 29. For

persons not registered who have not completed a registration appli¢hg8 notification

letter should include a voter registration application and infornpérson that if they
wish to be eligible to vote in future elections, they must comgheteapplication and
return it in the pre-addressed envelope provided before the cldse lmoks for the next
election in the county or city.

The electoral board is also required to send a written explanatidheofeason for
rejection of an absentee ballot to the voter within ninety (90) ofatyse date of rejection.
VERIS will automatically generate letters for voters whdseeatee ballot was rejected
after the voters’ records are updated to indicate the ballot was refesteGREB 11.
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19.4  Exhibits

19.4.1 Exhibit A: Manual Tally of Write-In Votes

0101
GOVERNOR

JOHN WRITE-IN 2
0101

HOUSE OF DELEGATES
56TH DISTRICT

JOHN WRITE-IN 2
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19.4.2 Exhibit B: Abstract of Votes
Fillable form available from SBE website.

ABSTRACTOFVOTES

Castinthe City of Wirginia,
atthe Movember 2, 2011 General Election, for.
MEMBER
CITY COUNCIL

Gy oF SOMEWHERE

ENTER AT_AHEE DR DPR TS D ETRLT (PR B0 00 G AL E
TomaL Vores
Recesven

Nanses oF CanppaTesaz PRuTeD on Bawor (in Fisussz)

John M. Adams 8938
Anthony P. Jones 5487
Gearald E. Winston 5474
Total Write-In Votes [cowsisTs wams-me casmmcamon, = nesneD] 50

[valid Write-Ins + Invalid Write-lns = Total Write-In Voizs]
Total Number of Overvotes for Office

We, the undersigned Blectoral Board, upon examination of the official records deposited with the Clerk
of the Circuit Court of the slection held on May 4, 2010, do hereby certify that the above is a true and
correct Abstract of Votes cast at said election and do, therefore, determine and declare that the
following persons have received the greatest number of votes cast for the above office in said election:

John M. Adams

Given under our hands this 10 day of November, 2011.
A copy tesfe
, Chairman

 Wice Chairman

, Secretary

Secretary, Electoral Board

19 of 23 Rev 7.2011



19.4.3 Exhibit C: Certificate of Election

COMMONWEALTH
of
VIRGINIA

TO ALL TO WHOM THESE PRESENTS SHALL COME-GREETING:

This is to Certifythat at a meeting of the Electoral Board

of the County of Anywhere
held on (enter date of canvass) ,20 , on an examination of the
official records deposited in the office of the Clerk of the Circuit Court it was

ascertained and determined that at the election held on

(enter date of election) ,20

Successful Y. Candidate
was duly elected

(enter office title and district, if any)

for a term commencing (enter daté) , 20
andending  (enter date) , 20
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Witnessthe following official Sgnature and Seal of the Board
atAnywhere, Virginia
this (enter dateglay of (enter month) 20 (enter year)

Note: For a Special Election to fill a vacancyegn upon qualification, 20 .
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19.4.4 Exhibit D: Canvass Certification Checklist

1.
Q
Q
2.
Q
3.
a
Q
a
Q
a
a
4.
Q

Tapes

Zero Tape - Signed by Chief and Assistant Chief Officers of Election

Result Tapes 1-4 — Signed by Chief and Assistant Chief Officers ofdflecti
(Yellow or White) Printed Return Sheet

Packed in Envelope #2A - Label signed by 2 officers

Signed by all Officers
Result Tape #3 Attached
Statement of Results

Packed in Envelope #2 - Label signed by 2 officers

Signed by all officers

Resultszlrapes #1 and #2 attached to correct SOR and signed lhya@diasst Chief
Officer

Part A - Check for accuracy
Parts B & C - Check for completeness
If applicable, Part D — Check for accuracy and completeness

Equal number of voters on result tape and Pollbook Count forms (if ntajeangent
has been entered in the Part F - Explanation of Incidents)

Total Votes Cast for each office or issue is equal to or less than thadast Rart C of
the SOR and Pollbook Count Sheet

Pollbook(s)

Packed in Envelope #2 - Label signed by 2 officers
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o 0 0O O

Oath of Officer form

Packed in Envelope #2 - Label signed by 2 officers

Signed by all officers

Chief Officer signed twice (top & bottom)

Pollbook Count form(s) NOT REQUIRED IF ELECTRONIC POLLBOOK IS USED |
Packed in Envelope #2

Numbers marked consecutively and correctly (last number marked shotlid same
as the last line of Part C — Pollbook Count (PBC) and Reconciliation (SOR)

Total number of voters recorded in Certification section of thibb&ak Count Sheet (1
—1,000).

Pollbook Count Sheet (1 — 1,000) signed by 1 Officer of Election
Write-In Certification (none for primary elections)

Packed in Envelope #2

Copy 1 & Copy 2 returned

Number of write-ins of each candidate totaled correctly

No signatures on form

Provisional Ballot(s)

Sealed in Envelope #1A, and if applicable, 1B, with 2 signatures
Sealed in small green envelopes with 1 signature

Details recorded on Incident Report by Chief Officer
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